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Reports – Descriptions and Role Access 

Users can generate default system and DOT&PF custom reports.  These reports can be generated 

through Global Reports or from reports associated with a specific component and listed in the 

component action menu.  Most reports are role specific and users will generate them from the 

component action menu.  The grid below lists the custom Preconstruction reports and a short 

description of the report (Figure 10.1).  The grid on the next page shows each custom Preconstruction 

report in AASHTOWare Project (AWP) and which role can generate it (Figure 10.2). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Figure 10.1 
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Figure 10.1 (cont.) 
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Figure 10.2 
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When generating reports, the system has five (5) pages that may or may not require input from users 

when generating reports: 

1. Select Report 

2. Select Data 

3. Set Parameters 

4. Output Options 

5. Schedule report 

When generating report from Global Actions menu, you will have to always take actions in at least the 

first three (3) pages.  When generating reports from a component, the report and data are usually 

already selected since you select the report name and the component often provides the data. 

 

 

Generating Reports – Global Actions Menu 

To generate reports from Global Reports: 

1. From any menu, (A) expand the Global Actions menu (Figure 10.3). 

2. (B) Select Generate Report. 
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Figure 10.3 
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3. On Generate Report Select Report - Page 1 of 5 (Figure 10.4): 

a. (C) Search for the report you want to generate. 

b. (D) Select the report.  The selected report will have a green checkmark next to it. 

c. (E) Click the Next arrow to go to page two (2). 

 

 

 

 

 

 

 

 

4. On Generate Report Select Data - page 2 of 5 (Figure 10.5): 

a. (F) Search for the data for the report you want to run.  NOTE: The type of data will vary 

depending on the report being run. 

b. (G) Select the data to be used for the report.  The selected data will have a green 

checkmark next to it. 

c. (H) Click the Next arrow to go to page three (3). 
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5. On Generate Report Set Parameters - page 3 of 5 (Figure 10.6): 

a. (I) Set the parameters for the report.  The parameters will vary depending on what 

report you are running.  Packages of reports like the Bid Tab Analysis report will allow 

you to deselect reports if you don’t want to run them.  Some reports require a 

description entered as shown below or a date range to be selected. 

b. (J) Click <Execute> on this page to immediately generate a PDF version of the report 

and skip the last two (2) pages, or click the Next arrow to go to page four (4). 

 

 

 

 

 

 

 

 

 

 

6. On Generate Report Output Options - page 4 of 5 (Figure 10.7): 

Output Type – Select “Generate as PDF”, this is the default selection. 

Report Layout Source – Select “Custom”, this is the default selection. 

a. (J) Click <Execute> to generate the report or click the Next arrow to go to page five (5). 

NOTE: if the Generate Available Data Output checkbox is checked, a report containing 

all the entities, child entities, data types, and data values used to create the base report 

will be generated.  This report format is normally generated by system administrators. 
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7. On Generate Report Schedule Report - page 5 of 5 (Figure 10.8): 

a. Alaska DOT&PF does not use the report scheduling functionality of AWP. 

b. (K) Click <Execute>. 

 

 

 

 

 

 

 

 

Generating Reports – Component Actions Menu 

Reports can also be generated from component action menus, most often from the Project Summary 

component or the Proposal Summary component. 

To generate from a component: 

1. (A) Expand the component action menu (Figure 10.9). 

2. (B) Select the report you want to generate.  Remember, the reports you see in the action menu 

are determined by the role you are in. 

 

 

 

 

 

 

 

 

3. If a Set Parameters page appears, (C) set the parameters you want for your report (Figure 

10.10). 

NOTE: Most reports generated from the component will not require you to set parameters. If 

this is the case, just click <Execute>. 

4. (D) Click <Execute>. 
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Figure 10.10 


